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Chapter 12 

Authorization of Goods & Services 

12.1 Authority: PL 113–128 ; 34 CFR 361.50(c); 2 CFR 200.34 
Federal regulations require the Utah State Office of Rehabilitation (USOR) to establish and maintain 
written policies to establish rates of payment for purchased VR services. Regulations also allow USOR 
to establish a fee schedule designed to ensure reasonable costs to the program for each service 
purchased. Education Department General Administrative Regulations (EDGAR) under 34 CFR 
80.22(a) Limitation on Use of Funds; states that USOR may only expend funds on allowable costs as 
outlined under 2 CFR 200.403. For a cost to be allowable it must be necessary and reasonable for 
proper and efficient performance and administration of the program. 2 CFR 200.404 defines 
reasonable cost as “if, in its nature and amount, it does not exceed that which would be incurred by 
a prudent person under the circumstances prevailing at the time the decision was  made to incur the 
cost.” 

 
12.2 Policy 

VR Counselors are required to ensure compliance with the following when purchasing goods and 
services: 

 
1. All purchases shall be limited to that which is determined to be adequate and necessary to meet 

the specific VR need. 
2. All purchases of goods and services must be approved and authorized at or before the time of 

purchase. 
NOTE: Utah State Office of Rehabilitation prohibits verbal authorizations. Retroactive 
authorizations are prohibited unless approved by exception at the Field Service Director level (see 
section 12.19). 
In accordance with 2 CFR 200.403 allowable costs are those which are necessary and reasonable 
to perform the functions of the VR program and have been adequately documented. 

3. Any vendor providing a service authorized by USOR must agree not to make additional charges or 
accept additional payment in excess of the total USOR fee for that service from the client or the 
client's family, unless that is specifically agreed to by USOR prior to the provision of the service. 

4. USOR will not replace items lost by or stolen from clients. Exceptions are approved by the District 
Director. Clients who have items stolen must provide USOR with a police report indicating the 
theft has been reported. 

5. USOR will not pay for repeat classes for training which has been failed or not completed. 
Exceptions are approved by the District Director. 

6. For specifically approved client service fees see Appendix 12-B. 
7. For Medical and Dental fees consult the USOR Medical and Dental Fee Schedule. 

 
12.3 Necessary and Appropriate Goods and Services at a Reasonable Cost 

Prior to authorizing for a good or service, the VR Counselor shall ensure the good or service is 
necessary and then identify the most appropriate option. Once necessity and appropriateness of a 
good or service has been determined the VR Counselor must exercise prudence and procure the 
good or service at a reasonable cost. 
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1. Necessary Goods and Services 
A necessary good or service is one that is essential for the client to receive in order to assess his 
or her eligibility and significance of disabilities, engage in a comprehensive assessment of 
rehabilitation needs, overcome an impediment(s) to employment and obtain the chosen 
vocational goal. 

When a client has requested a good or service which the VR Counselor has denied for not 
meeting the criteria of necessary, the client shall be notified and client record documentation 
will include the rationale for decision. 

2. Appropriate Goods and Services 
An appropriate good or service is one that is of suitable and sufficient quality to fully meet the 
client’s needs and circumstances. To be considered appropriate, the access to or use of a good 
or service must not require sacrifices or adjustments that would not be reasonably expected of 
an individual who does not have a disability. The good or service must first be determined to be 
necessary and then the exploration and informed choice of the most appropriate good or 
service must occur. 

 

3. Reasonable Cost Goods and Services 
All goods and services that have been determined to be necessary and appropriate must be 
procured at the reasonable cost to USOR insofar as they are adequate to meet the needs of the 
client. Goods and services must be planned and authorized according to USOR policies 
regarding financial participation and use of comparable benefits and resources; consistent with 
the USOR fee schedule and the purchasing rules and regulations of the State of Utah. 

 
Reasonable cost is defined by 2 CFR 200.404 as a cost which by nature and amount, does not 
exceed that which would be incurred by a prudent person under the circumstances prevailing 
at the time the decision was made to incur the cost. In determining reasonableness of a given 
cost, consideration will be given to: 

a. Whether the cost is of a type generally recognized as ordinary and necessary for the 
operation of the program. 

b. The restraints or requirements imposed by such factors as: sound business practices; 
arm's-length bargaining; Federal, state, local, tribal, and other laws and regulations; and 
terms and conditions of the Federal award. 

c. Market prices for comparable goods or services for the geographic area. 
d. Whether the individuals concerned acted with prudence in the circumstances considering 

their responsibilities to the non-Federal entity, its employees, where applicable its 
students or membership, the public at large, and the Federal Government. 

e. Whether the non-Federal entity significantly deviates from its established practices and 
policies regarding the incurrence of costs, which may unjustifiably increase the Federal 
award's cost. 

12. 4 Informed Choice 
USOR policy is to enable clients to make informed choices regarding goals, services, and service 
providers. As much as possible, the client should make these choices rather than USOR staff. Our role 
is to assist the client by providing options, information and counsel including information  about state 
and federal rules related to purchases so that clients can make informed decisions. 



CHAPTER 12 May 30, 2018 

Client Service Manual Page 3 

 

 

 

12.5 Authorization For Tangible Items 

Durable goods/tangible items are defined as items that can be touched. They are things rather than 

services. Repairs to tangible items also follow tangible items procedures. Tangible items include 

tools, initial inventory, computers, vehicles, wheelchairs, hearing aids, equipment, and other goods 

necessary for the client’s employment and/or vocational training. Items that are lost or stolen 

should be reported to the appropriate authorities (law enforcement) and the VR counselor. The VR 

Counselor will determine if lost and/or stolen items are appropriate for replacement. 

 
Ownership of items will vary depending on circumstance, item type, and cost. Items that remain the 
property of the State of Utah may be reclaimed when appropriate following the reclamation 
guidance in  12.5.c.  Items that are reissued from USOR inventory are assumed to cost at least 
$500.01 and will require the client sign an Equipment Receipt Agreement (USOR form 53). 

 
a. Ownership released to client 

Items released to ownership of the client should include use of the Equipment Receipt 
Agreement (USOR form 53). USOR relinquishes property rights for items allowing the client to 
assume ownership in the following circumstances: 
i. When the items purchased for a single planned service with aggregate cost less than or 

equal to $500 dollars. The item/s shall become the property of the client immediately upon 
client's receipt of the tangible item/s. 

ii. When the item/s are being used to support a client in a successful employment outcome. In 
this instance the items will be automatically released to the client if he/she is using them to 
support employment at the time of successful case closure. 

iii. Items that are customized to meet a client’s individual rehabilitation needs will not be 
reclaimed, regardless of cost, as these items cannot be reissued. Such items become the 
client’s property upon receipt and include, but are not limited to, the following: 

A. Canes 
B. Wheelchairs 
C. Hearing Aids 
D. Eye Glasses 
E. Prosthetics 
F. Dentures 
G. any personal medical equipment, device or accessory which by its nature creates a 

potential health issue for re-issue 
H. Items affixed to building structures or installed in vehicles that will require significant 

labor to remove. 
I. Items incorporated in building modifications (paint, etc) 

 

Note: A-E require a prosthetic receipt form signed by the client after receipt. 
 

b. Ownership retained by VR 
Items for a single planned service with aggregate cost over $500.00 and not specifically listed in 
12.5.b.iii above are considered the property of the State of Utah and require an Equipment 
Receipt Agreement. By signing this agreement the client agrees to the following terms and 
conditions: 

i. The client will return the equipment to USOR if: 
A. the equipment is no longer used in connection with training and/or employment; 
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B. the equipment is no longer of significant benefit to training and/or employment; 
C. or upon request by the Vocational Rehabilitation Counselor. 

ii. The client may not dispose of, sell, trade, or give this State of Utah property to another 
individual without the express written permission of the Utah State Office of 
Rehabilitation. 

iii. The client understands that to sell or pawn this state property without express written 
permission of the Utah State Office of Rehabilitation may result in misdemeanor charges 
against him/her. 

iv. The client agrees to cooperate with USOR’s monitoring of use of the property, including 
efforts to determine the condition of the property and continued need for the property. 
Further, the client agrees to promptly return the property to USOR upon request. 

v. If this equipment is lost or stolen the client will report it to the appropriate authorities, 
(law enforcement), and the USOR Vocational Rehabilitation Counselor. The VR Counselor 
will use professional judgement to determine if it is appropriate to replace item/s that are 
lost or stolen. 

vi. The client is responsible for maintaining, repairing, and/or replacing this property in the 
event of damage or loss. 

vii. The equipment will be permanently released to the client at successful case closure if it is 
still used to support the client in employment. 

 

c. Reclaiming Items 
In the event that an item/s owned by the State of Utah is no longer being used to support VR 
services the VR Counselor should speak with the client in an attempt to ascertain the condition 
of the items.  Only items in good or excellent condition should be sought for reclamation 
because they may be reissued to future clients. For example, equipment that may be considered 
in Excellent Condition includes items that are new, or lightly used and have no structural, 
functional, or cosmetic defects. Equipment might be considered in good condition if the item 
shows some slight wear but is structurally and functionally sound with minimal cosmetic 
defects. Item/s that are in fair or unusable condition will not be reclaimed. Examples include 
item showing considerable defects, wear, structural or functional defects and irreparable 
damage. 

 
If the item/s are believed to be in good or excellent condition, the VR Counselor will contact the 
client in writing to request the client return the item/s to the local VR office. If the VR counselor 
is unable to ascertain the condition of the items but believes the item/s are no longer being 
used to support VR services, the VR counselor may request the item/s return without assessing 
the condition of the item/s. The client will typically be responsible for returning the items 
however, in rare instances, the VR Counselor may arrange for USOR to retrieve the item/s if 
warranted by circumstances beyond the client’s control. 

 
Items returned to USOR in fair or unusable condition will not be reclaimed by USOR as the 

administrative cost to surplus these items outweigh the benefit of reclaiming them. Therefore if 

a client returns tangible goods that are no longer in use and USOR determines these items are in 

fair or unusable condition, the counselor may issue a letter releasing these items to the client. If 

the client does not wish to take the items, the state surplus process will be initiated. VR offices 

are encouraged to call the Facility Coordinator who will provide guidance and resources for the 
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reclamation process. In addition, District Directors may initiate the surplus process for 

reclaimed items that are not reissued within two years after reclamation. 

Reissuing Items 
 

When the purchase of items is necessary to support a client’s participation in VR services, USOR 

retains the right to provide a client with previously used items when available and appropriate. 

When the required item/s are not listed as available in the VR tool module or reissue is not 

feasible or appropriate (e.g. transportation limitations, time constraints, etc) new items may be 

purchased. Items available for reissue may be found in the AWARE tool module. See the AWARE 

tool module guidance document for instructions regarding recording returned items and 

reissuing items. 

Note: All items purchased require a client signature on either the Equipment Receipt Agreement or the 

Prosthetic Appliance Receipt (USOR form 53). 

d. State and USOR Procurement Procedures 

Prior to authorizing for any purchase, refer to Appendix 12-A for service recommendation 

requirements. VR Counselors have fiduciary authority to authorize for goods and services within 

these policies and procedures. This fiduciary authority is accompanied by the responsibility to 

conduct due diligence to ensure that prices paid are reasonable fair market prices for 

comparable goods. Due diligence is defined as obtaining and documenting the required number 

of bids, quotes, or offers to sell that demonstrate costs are reasonable fair market prices for 

comparable goods. 

Tangible items will fall in one of four categories, each with a unique procedure for procurement. 

Exception: Tangible items purchased at a public state training institution as part of a training 

program do not fall under these purchasing procedures. The four categories are: 

i. Contract items (regardless of cost) 

ii. Non-contract items less than $1000 

iii. Biddable items: these are non-contract items greater than $1000 (ie, $1000.01 and above) 

iv. Sole source items: these are items for which there is only one identifiable source 

 
e. Contract Items 

VR Counselors and clients, through the process of informed choice should seek to utilize state 

contracts when available and as appropriate for the purchase of durable goods. Counselors must 

examine the state contract to ensure the correct procurement process if followed. State 

contracts have a variety of procurement methods and VR Counselors are encouraged to contact 

the Purchasing Agent for assistance. When using a state contract the following steps should be 

followed: 

i. Obtain the item cost from the contract vendor and seek contract bids as directed by the 

contract terms.  If approval is needed in accordance with Appendix 12-A a client service 
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recommendation is developed and sent through the required supervisory channels. Once 

approved the item is then added to the IPE. 

ii. Prepare the authorization including the state contract number in the body of the 

authorization, obtain a pre-authorization review, complete the authorization, and 

distribute to the appropriate vendor. 

iii. Upon delivery of goods, the VR Counselor verifies delivery according to specifications and 

has the client sign and date all copies of USOR 53, if appropriate. 

iv. Once a bill is received it is submitted to fiscal staff for payment. If a VR Counselor 

determines that a state contract will not meet the need of the client due to delivery 

timelines, local ongoing service needs, level of quality of items needed, this decision must 

be documented and one of the purchasing procedures described below should be 

followed. 

 
f. Non-contract Items $1000 or less 

Items which are $1000 or less and not on state contract do not require bids. Follow the 

procedure below: 

i. Include items in IPE. 

ii. Prepare authorization. 

iii. Distribute authorization. 

iv. Upon delivery of goods, the VR Counselor verifies delivery according to specifications and 

has the client sign and date all copies of USOR 53, if appropriate. 

v. Once a bill is received it is submitted to fiscal staff for payment. 

 
g. Biddable Items 

Biddable items between $1,000.01 and $5,000. 

This procedure applies to non-contract items between $1000.01 and $5000. 

i. Obtain two (2) documented bids for comparable items (via written bid, telephone quote 

sheet, internet printout, etc). If an item is used obtain an expert appraisal. Document in 

the client record the reasons for awarding the selected bid. 

ii. Use the selected bid to complete a client service recommendation to the appropriate level 

in Appendix 12-A to obtain approval. Once approved, the item is added to the IPE. 

iii. Prepare the authorization, obtain pre-authorization review, complete the authorization 

and distribute to the appropriate vendor. 

iv. Upon delivery of goods, the VR Counselor verifies deliveries according to specifications and 

has the client sign and date all copies of USOR 53, . 

v. Once a bill is received it is submitted to fiscal staff for payment along with electronic 

copies of all bids and justification of bid award if the lowest bid was not selected. 

A. Biddable items costing between $5,000.01 and $30,000. (Consult with appendix 12-A 

for service recommendation requirements). The following procedure applies to non- 

contract items between $5,000.01 and $30,000 and requires the assistance of the 

Purchasing Agent. Under Limited Purchasing Delegation from the Utah Division of 

Purchasing and General Services, LPD176, the Purchasing Agent has the authority to 
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make purchases up to $30,000 upon obtaining two (2) written bids. Follow the 

procedure outlined below for these purchases: 

1. The VR Counselor uses a price estimate to complete a service recommendation 

to the appropriate level in Appendix 12-A to obtain approval. Once approved, the 

item is added to the IPE or amendment including the language “specific vendor 

to be determined by bid process.” 

2. Prepare the authorization to “biddable item” using temporary vendor # RH0082 

and obtain pre-authorization approval. 

3. The VR Counselor then provides the DRS Purchasing Agent with the authorization 

and complete written specifications and any potential or recommended bidders. 

4. The Purchasing Agent will use the written specifications to obtain two (2) written 

bids and discuss the two (2) bids with the VR Counselor to determine the 

appropriate bid that will meet the client’s needs. The Purchasing Agent will 

notify the VR Counselor once the bid has been awarded 

5. Upon delivery of goods, the VR Counselor verifies delivery according to 

specifications, signs the purchase order, and has the client sign and date all 

copies of USOR 53, Equipment Receipt Agreement. 

6. Once a bill is received it is submitted to fiscal staff for payment along with 

electronic copies of all bids and justification of bid award if the lowest bid was 

not selected. 

B. Biddable Items $30,000.01 and more, ie non-contract, requires assistance from both 

the Purchasing Agent and State Purchasing and follows the procedure outlined below: 

1. The VR Counselor prepares a client service recommendation justifying the 

proposed purchase and obtains the appropriate level of consultation approval 

found in Appendix 12-A. Once approved, the item is added to the IPE or 

amendment including the language “specific vendor to be determined by bid 

process.” 

2. The VR Counselor prepares the authorization to “biddable item” using temporary 

vendor # RH0082 and obtains pre-authorization approval. In addition, the VR 

Counselor will prepare written complete specifications including estimated cost, 

shipping and handling and suggested vendor(s) and send this information with 

the authorization to the Purchasing Agent. 

3. The Purchasing Agent forwards the information to State Purchasing which may 

put the bid out through State Bid System, or review and use quotes already 

received. 

4. The VR Counselor is notified of bids and asked if the lowest bid is acceptable. If 

the lowest bid is not acceptable, justification for higher bid is agreed to and 

included in the client record. 

5. When the bid is awarded, State Purchasing sends a purchase order to the vendor 

and sends a copy to the Purchasing Agent who forwards it to the VR Counselor. 
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6. Upon delivery of goods, the VR Counselor verifies delivery according to 

specifications, signs the purchase order, and has the client sign and date all 

copies of USOR 53, Equipment Receipt Agreement. 

7. Once a bill is received it is submitted to fiscal staff for payment along with 

electronic copies of all bids and justification of bid award if the lowest bid was 

not selected. Authorization adjustments are completed in the field when 

necessary. 

h. Sole Source Items 

Sole Source procedure is used for non-contract items greater than $1,000 for which it is believed 

there is only one source. All sole source items require assistance from the purchasing agent. 

Check all potential vendors to verify the item is sole source and document a good faith effort to 

ensure that no other vendor can provide the same or similar goods. 

i. Sole source items between $1,000.01 and $15,000 follows the procedure outlined below: 

A. The VR Counselor will utilize the available cost estimate to complete a service 

recommendation to the appropriate supervisory level in accordance with Appendix 12- 

A. Once the service recommendation is approved, the item is added to the IPE or 

amendment including the language “vendor determined by sole source or bid process.” 

B. Prepare authorization made out to temporary vendor (RH0082) and obtain pre- 

authorization approval. Send the authorization and a detailed description of the item 

and vendors contacted to the Purchasing Agent. 

C. The DRS Purchasing Agent will carry out a good faith effort to locate a second vendor 

who provides comparable goods including a check of all potential vendors within the 

United States to verify if the item is sole source. Once satisfied that the item is sole 

source, the Purchasing Agent will complete Sole Source Form and list all vendors 

contacted. 

D. The Purchasing Agent will notify the VR Counselor who will add the sole source 

documentation to the electronic client record. 

E. Upon delivery of goods, the VR Counselor verifies delivery according to specifications 

and has the client sign and date all copies of USOR 53, Equipment Receipt Agreement. 

F. Once a bill is received it is submitted to fiscal staff for payment along with the sole 

source documentation. 

ii. Sole Source Items $15,000.01 and more follows the procedure outlined below: 

A. Prepare client service recommendation justifying proposed purchase and obtain the 

appropriate level of consultation approval necessary in Appendix 12-A. Once approved, 

the item is added to the IPE or amendment including the language “vendor determined 

by sole source or bid process.” 

B. Prepare authorization made out to temporary vendor (RH0082) and obtain pre- 

authorization approval. Send the authorization and a detailed description of the item 

and vendors contacted to the Purchasing Agent. 

C. The Purchasing Agent will carry out a good faith effort to locate a second vendor who 

provides comparable goods including a check of all potential vendors within the United 
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States to verify if the item is sole source. Once satisfied that the item is sole source, the 

Purchasing Agent will complete Sole Source Form and list all vendors contacted. 

D. The Purchasing Agent will then send the information to State Purchasing for sole source 

approval. 

E. When sole source is awarded, State Purchasing sends purchase order to the vendor and 

sends a copy to the Purchasing Agent who forwards it to the VR Counselor. 

F. VR Counselor verifies delivery of goods by signing, dating the purchase order. VR 

Counselor obtains client signature and date on all copies of Equipment Receipt 

Agreement, USOR Form 53. 

G. After Payment is entered in AWARE, the signed purchase order, authorization, and sole 

source documentation is attached and then submitted to fiscal staff for release of 

payment. 

12.6 Authorizing Prosthetic Appliances 

A prosthetic appliance is any device designed to support or take the place of a part of the body or 

to increase the acuity of a sense organ. Please review Chapter 14.10 for a summary of devices that 

meet these criteria. VR Counselors may provide authorization for prosthetic appliances to enhance 

a client’s ability to obtain or maintain employment. Use of a prosthetic appliance is frequently a 

life-long need. VR Counselors should advise clients about his or her responsibility for future repairs, 

modification or replacement of the prosthesis. 

a. Prior to authorizing for any prosthetic appliance, the following procedures apply: 

i. Obtain a written prescription by a qualified medical professional. b. Obtain at least one 

written evaluation. 

It is best practice to have the client obtain two evaluations from different vendors. This 

gives the client more informed choice for service providers and what prosthetic they 

ultimately select. However, only one evaluation is required. 

The client needs to meet the vendor(s) in person. The vendor(s) will not charge for the 

evaluation(s). The VR Counselor and client will discuss the evaluation(s) and the client 

will select the vendor. 

ii. Select a Purchasing pathway from 12.5.e above. 

Prosthetic Appliances are often customized to the individual; no two prosthetic limbs fit 

the same way. In most instances, procurement of prosthetic appliances will involve the 

sole source process listed in 12.5 (i) above. 

For reference note: Eyeglasses over $1000 and Hearing Aids, will follow the biddable 

purchase as two comparable written bids can be obtained. Wheelchairs are obtained 

using the state contract. 

b. Once the appropriate purchasing pathway has been followed and the prosthetic is delivered to 

the client, the VR Counselor will complete form 54 and obtain the client’s signature and date. 

c. Once a bill is received it is submitted to fiscal staff for payment along with electronic copies of 

the purchasing documentation (bids, sole source, etc.) as outlined by the purchasing pathways 

in 12.5. Authorization adjustments are completed in the field when necessary. 
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12.7 Authorizing Maintenance 
Maintenance is defined specifically as food, shelter, or clothing and is intended to be used only for 
additional costs incurred while participating in a rehabilitation program (34 CFR 361.5(c)(34)). 
Maintenance must be tied to other services under an IPE and is intended to cover only the added 
costs of participating in rehabilitation and not everyday living expenses. Prior to authorizing for 
maintenance, VR Counselors must document: 

 

1. The need for maintenance. 
2. The need is in addition to normal living expenses. 
3. The need is a direct result of the client participating in an approved VR program. 
4. The service will only be provided in conjunction with another IPE service. 

 
12.8 Authorizing Direct Payment to Clients 

Whenever possible, VR Counselors will authorize directly to service providers and/or vendors.  Only 
after exhausting efforts to authorize directly to service providers and/or vendors will the VR 
Counselor consider authorizing direct payment to clients. The client should be informed that failure 
to remit receipts showing the funds were used for the intended purpose may result in a suspension 
or termination of all VR services. 

 
Prior to inclusion in the IPE and authorizing funds directly to clients the VR Counselor must obtain 
District Director approval. The VR Counselor must adhere to and document the following in a Client 
Service Recommendation: 

 
1. The reason that a direct authorization is necessary. 
2. The good faith effort that the VR Counselor made to authorize directly to a service provider/ 

vendor and the reasons this good faith effort to directly authorize to a service provider/ vendor 
was not possible. 

3. The duration of time the direct authorization will be provided. 
 
 

If authorization of direct payment to the client is approved by the District Director, the following 
steps shall be followed: 
1. The service and evaluation criteria for obtaining third party proof of payment will be added to 

the IPE. 
2. Counselor prepares authorization for services. 
3. Client signs the authorization. 
4. Support Staff enters request for payment and sends to fiscal staff for release. 
5. Client submits third party proof of payment (receipts, invoices, etc) showing that the funds 

were used for the specified purposes in the amount that was authorized. 
6. Proof of payment is attached to the authorization as documentation. 
7. Follow the above process for each direct payment to client approved by the District Director. 

 
12.9 Authorizing Child Care Services 

A VR Counselor may authorize child care for a client who has a child or children under the age of 13 
if the client cannot participate in planned vocational rehabilitation services or activities without 
child care. Children 13 and older who require supervision because of a disability also qualify for 
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this service. Child care is a support service and therefore may not be provided as a stand-alone 
service. 

 
Prior to the provision of child care services the VR counselor must verify and document that the 
following conditions are met: 
1. Child care is necessary to allow the client to participate in the VR process or to participate in 

planned IPE services or activities. 
2. Child care is only being provided for the legal dependents of the client. 
3. Exploration of comparable benefits, services or other resources is conducted to see if they 

can meet the client’s child-care needs. These include the client’s family members, neighbors, 
community day care programs and the Department of Workforce Services child care 
assistance program. 

4. If the client is not eligible for the Department of Workforce Services child care program and 
has no comparable benefits, the VR Counselor may authorize for child care services. The 
client must select a child care provider who is qualified, registered and listed on the Utah 
Office of Child Care Website. The client may also select licensed-exempt Afterschool 
programs operated by public and private educational institutions. 

5. VR Counselors may not pay for child care services provided by a provider who is not 
identified on the Utah Office of Child Care Website or an Afterschool program through an 
educational institution unless they obtain supervisor approval through a basic client service 
recommendation. The VR Counselor must document the specific reason as to why a 
registered provider is not being used. Possible exceptions include, but are not limited to: 
a. If the client and VR Counselor are not able to find a qualified, registered and listed 

provider who will agree to be set-up as a vendor and accept the established fee-for- 
service rate, or 

6. If the client does not feel that an available setting is safe or that quality child care would be 
provided. 

7. VR Counselors will authorize for child care services using the rates defined in Appendix 12-C, 
which reflect those used by the Department of Workforce Services. 

 
12.10 Transportation 

This refers to the necessary travel and related costs in connection with transporting individuals  with 
a disability and, where necessary, members of their family, to provide VR services described 
throughout this manual. Transportation includes cost of travel for the client and personal  assistance 
services, where such assistance is required. 

 

Necessary transportation costs will be provided at public carrier rates, actual or equivalent, except 
where such rates cannot be computed or where public carriers do not operate. USOR will pay for 
private vehicle use at the rate listed in appendix 12A. See Chapter 29 which further explains the policy 
for the provision of Transportation Services. 

 
12.11 Evaluative and Restoration Stabilization Services Prior to IPE Implementation 

Occasionally the eligible individual’s disability is in an acute phase that left untreated prevents the 
individual from engaging in a meaningful Comprehensive Assessment of Rehabilitation Needs and 
impedes exercising informed choice in selecting a specific vocational goal and services needed to 
obtain that goal. When necessary, a VR Counselor may authorize the provision of evaluative and 

http://jobs.utah.gov/customereducation/services/childcare/index.html
http://jobs.utah.gov/customereducation/services/childcare/index.html
http://jobs.utah.gov/customereducation/services/childcare/index.html
http://careaboutchildcare.utah.gov/
http://careaboutchildcare.utah.gov/
http://careaboutchildcare.utah.gov/
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restoration services to stabilize an eligible individual in support of the development of a meaningful 
IPE. 

 
The VR Counselor must monitor the scope and length of such services to ensure that progress 
leading to the development of an IPE is made. An IPE development extension (See Chapter 10) and 
a Client Service Recommendation for supervisory approval is required if such services exceed 3 
months without leading to an IPE (See Appendix 12-A). VR Counselor’s client record documentation 
justifying the scope and nature of these restoration services prior to an IPE is required. 

 
12.12 Use of USOR Client Service Purchasing Card (P-Card) 

The purpose of the USOR Client Service Purchasing Card (P-Card) is to increase access and 
efficiency in the procurement of difficult to obtain goods/tangible items for clients. The available 
credit on the P-Card is limited; therefore client purchases should be made using standard 
authorizations whenever possible. 

 

1. Appropriate Use 
In situations where vendors will not accept paper authorizations, VR Counselors may request to 

utilize the P-Card. Use of the P-Card is appropriate when: 
a. Purchasing tangible items on-line. 
b. Purchasing tangible items where the vendor refuses to accept an authorization and 

where no other vendor is available. 
c. The vendor requires full payment upfront. 
d. Paying for licensing or other fees. 

 
If a VR Counselor encounters a client purchase that may benefit from the use of the P-Card, 
outside of the criteria defined above, they are encouraged to consult with their supervisor and 
the Authorized P-Card User. 

 
2. Authorized Users 

Purchases using P-Cards may be made only by authorized USOR Staff. 
 

3. Requirements 
All purchases made under the P-Card remain subject to the same Client Service procurement 

and approval level policies as purchases made with standard paper authorizations. When it has 
been determined that the use of the P-Card is appropriate and necessary, VR Counselors will 
adhere to the following process: 

a. All documentations on bids, sole source, etc. will be sent to the authorized P-Card User. 
b. An authorization will be made out to the vendor from which the item shall be acquired. If 

the company does not have a vendor number, VR Counselors should use vendor 
#00000R. Counselors will select P-card as the payment type when drafting the 
authorization. 

c. VR Counselors do not send the authorization to the vendor. Rather, they send the 
authorization and any bid information to the authorized P-Card User. 

d. Once the authorized P-Card User receives the authorization, they will purchase the 
item(s) that the VR Counselor has requested using the P-Card. 

e. When the authorized P-Card User receives the bill, they will submit the purchase 
authorizations along with the P-Card receipts to the originating District Office. Once 
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these have been received, the District Office will enter the request for payment using the 
corresponding authorization and submit it to the Fiscal Department for final processing. 

 
12.13 Out-of-State Purchases 

As allowed under CFR361.50(b) the State of Utah has established a preference for in-state purchases 
provided that the preference does not effectively deny an individual a necessary service. 

 
If the individual chooses an out-of-state purchase at a higher cost than an in-state purchase and if 
either purchase would meet the individual’s rehabilitation needs, USOR is not responsible for those 
costs in excess of the cost of the in-state purchase. [34 CFR 361.50(a)(1)]. 

 
When a client makes a request to attend out-of-state training, the counselor will: 
1. Research and Document Comparisons with similar training programs offered in Utah with 

consideration given to 

a. Program Cost 
b. Program Length 
c. Employment Outcomes 
d. Accommodation Services 

2. If the same or similar training is available in Utah and through the process of informed choice the 
client elects to attend the out-of-state rather than the in-state training, USOR will not be 
responsible for any costs in excess of the cost of training available in-state. This includes, but is 
not limited to, costs for transportation, maintenance, non-resident tuition, etc. Accordingly, the 
Counselor will prepare a client service recommendation to the Field Service Director level in 
accordance with Appendix 12-A. 

3. If the training is not available in the State or if the format is not suitable for the client’s individual 
needs, the counselor must research the following information for the requested out of state 
facility: ADA accessibility, accreditation, and placement outcomes (when available). This 
information status may be obtained several ways including, but not limited to: 

a. Verification with the USOR facility coordinator 
b. Contact the VR program in the state 
c. Public information from the Better Business Bureau, Chamber of Commerce, etc 
d. Accrediting and oversight agencies 
e. Recent successful outcomes for USOR clients from this facility 

If the information gathered is positive and supports the client’s ability to obtain the identified 
employment goal, the Counselor will document this and prepare a client service recommendation 
and submit it through supervisory channels to the Field Service Director for approval. 

12.14 Service Category on Authorizations 
When entering new vendors in the AWARE system staff will select the provider type from the 
following list: 
1. Public Community Rehabilitation Programs (CRPs)- public CRP’s are programs that are operated 

by a state, county, municipal or other local government. 
2. Private Community Rehabilitation Program- Private CRPs are programs that are operated as not-

for-profit organizations. 
3. Other public service providers- public service providers are organizations or agencies of State, 

county, municipal or other local government and third party cooperative arrangements. It also 
includes vendors funded through the legislature such as UTA, etc. This includes public schools 
such as U of U, Weber State, CEU, Dixie, etc. 
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4. Other private service providers- private service providers include private not-for-profit 
organizations, such as VR providers (other than CRP’s), as well as proprietary businesses, such as 
private hospitals and mental health clinics as well as contracted service delivery staff. This is for 
services purchased from all other vendors. This is for services purchased from vendors such as 
doctors, private schools, etc. Private schools are schools such as BYU, Westminster, ITT, etc. 

 

12.15 Pre-Authorization Approval 
USOR has implemented a control to ensure that authorization for each service adheres to policy. 
Each proposed service is subject to a preauthorization review conducted by a supervisor prior to 
issuing an authorization for that service. To begin the process, the counselor or support staff at a 
counselor’s direction, will draft an authorization for a service and submit the draft for review by a 
supervisor. The supervisor will review the draft, ensuring that the authorization is in compliance with 
policy. Errors will be sent back to the counselor for correction. If the draft authorization is in 
compliance, the supervisor will add approval and notifies the support staff that the authorization is 
approved for issue. 

 

12.16 Adjustment to Authorizations 
All adjustments to authorizations are done in AWARE. Thresholds will be set in AWARE to alert staff 
to an authorization increase which requires further documentation prior to payment. Counselors are 
responsible for obtaining additional approval should the request for payment exceed the approval 
level obtained when the original authorization was generated. 

 
12.17 Processing for Payment and Controls 

There are two methods for submitting bills: 
1. Invoice: Bills are paid by an invoice received from the vendor and should include the date(s) of 

service, vendor name and cost. 
2. USOR Form 23: Bills may be submitted using the Authorization Form, USOR-23. Prior to 

submitting the form for payment, the vendor must complete the bottom section including 
service provided, date of service, cost, vendor signature and signature date. 

 
Once it has been determined that the bill meets the criteria listed below, the following control 
measures are implemented to ensure the services billed were provided as agreed. 
1. The VR Counselor reviews, approves and initials amount to be paid. 
2. The initialed invoice is attached to the corresponding authorization in AWARE. 
3. The Authorization is submitted to the USOR fiscal department for payment. 
4. The Fiscal team conducts a final review of the bill to check for congruence with the authorization 

and either rejects for correction or approves the authorization for final submission to the State 
Fiscal Department. 

 
NOTE: When submitting a bill for payment that includes tangible items, an itemized receipt should 
be included when available. When sending a bill where written bids or a Telephone Quotation form 
or DP-5 is needed, the form must accompany the bill. 

 
12.18 Payment on a Closed Case 

The Agency will make every effort to obtain billing and provide payment for authorized services 
prior to closing a client record. If, however, billing is received after the client record is closed, the 
open/closed status of the fiscal year of the authorization will determine the pathway for payment. 
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1. Bills for services which were authorized under an open fiscal year will be processed in AWARE 
following 12.17A or 12.17 B. 

 
2. Bills received for services authorized under a closed fiscal year will be submitted through the 

supervisory channel via email to the District Director who will email a copy of the bill and the 
original authorization to the administrative fiscal team for payment in FINET. Fiscal staff will 
provide email confirmation of payment to the District Director. This confirmation will be added 
to the client record. 

 
12.19 Timeliness of Authorizations and Retroactive Authorizations 5/2018 

The Agency must assure that written authorization is made in a timely manner defined for most 
services as either before or at the same time as the purchase of services. Although the purchasing 
policy requires prior or simultaneous written authorization, there may be extenuating 
circumstances which legitimately necessitate payment on a retroactive bill for administration of the 
VR program.  
 
1. Timeliness of Training Authorizations 
Authorization for tuition and fees for training programs greater than one month in length at public 
and private training institutions should be issued within 30 days of the first day of class. Calculation 
of the thirty days from the start of class includes the first day of class. Authorizations for tuition and 
fees issued more than 30 days after the first day of class are considered retro-active and should 
follow the appropriate retro-active process outlined in section 2 below.  
 
Tuition and fee authorizations issued on or before the first day of class should list the first day of 
class as the service date. Tuition and fee authorizations issued after the first day of class but still 
within 30 days of the first day of class should list the authorization issue date as the date of service. 
Retro-active authorizations for tuition and fees (greater than 30 days after the first day of class)  
should list the first day of class as the date of service.  

 
2. Retroactive Authorizations 

Retroactive authorization applies only to circumstances in which the billed service was 
provided after its inclusion in the signed IPE but for which a specific authorization was not 
generated prior to service provision. Once a client has entered Service Status, services which 
are not included in the IPE will not be compensated by VR. Policy will allow exceptions for 
unforeseen services required for program administration, for example, medical record fees. 
 
Retroactive authorizations come in 2 types. To identify which type it is, you must determine if 
the service being billed was provided in the current OPEN fiscal period (Type 1) or during a 
prior CLOSED fiscal year (Type 2).   
 

a. Type One:  If the service date on the bill is in the current fiscal year: 
i. The Counselor will create a basic Client Service Recommendation in AWARE 

explaining why retroactive authorization for the service is appropriate and attach 
an electronic copy of the bill.  

ii. The Client Service Recommendation will then be submitted through supervisory 
channels to the Field Service Director for review and approval. 

iii. Once approved by the Field Service Director, the counselor will proceed to 
draft the authorization per standard procedure.  
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iv. The FSD email approval of the retro-authorization and the bill should be 
attached to the authorization in AWARE prior to submitting to fiscal for 
payment.  

b. Type 2: The service date on the bill is from an old fiscal year which has been closed: 
i. The Counselor will create a basic Client Service Recommendation in AWARE 

explaining why retroactive authorization for the service is appropriate and attach 
an electronic copy of the bill. 

ii. The Client Service Recommendation will then be submitted through supervisory 
channels to the Field Service Director for review and approval. 

iii. Once approved at the Field Service Director level, the Field Service Director 
will then forward the bill as an attachment through email to the 
administrative fiscal team for payment in FINET The administrative financial 
team will send email confirmation of payment to the District Director. 

 
NOTE: It is illegal to change vendor invoices other than the amount billed. If changing the amount 
billed don’t use whiteout. The amount billed can be changed by lining through it, putting in the 
correct amount, and initialing the change. Dates, vendor names or other data cannot be 
changed. 

 
12.20 Refund Process 

Periodically a situation will arise where a vendor or client will send a refund to the agency. These 
are the steps for processing one: 
1. VR Counselor gets refund check from vendor. 

2. Upload a copy of the check and attach it to the original authorization in AWARE and add short 
narrative describing the reason for refund. 

3. Send check and copy of authorization to Fiscal and document it in the Client Record. 
4. Fiscal will process and credit the authorization. 
5. When Authorization and Payment Report shows credit, adjust accordingly. 
NOTE: Avoid cash refunds. For the accountability and protection of all parties, have the client obtain 
a money order, cashier's check, etc. The cost of the money order, cashier's check, etc. can  be 
deducted from the refund. 
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NO SERVICE RECOMMENDATION REQUIRED- VR Counselor 

u 

 
 

APPENDIX 12-A 

Updated October 10, 2018 
Up To For Guidance 
$1,500 Maintenance 

(per federal fiscal year) 
Maintenance (food, shelter, clothing) is provided only in 
support of other services in the IPE & is not a “stand alone” 
service. 

$3,000 Daycare 
(per federal fiscal year) 

Childcare provided in accordance with 12.9. 

$3,000 Personal Attendant Services 
(per federal fiscal year) 

Personal care attendant services. This includes but is not limited 
to personal care attendants, drivers, and home health aides. 

$1,500 Transportation Services (per 
federal fiscal year) 

Transportation in accordance with Chapter 29. 

$3,000 Tangible Items/Durable Goods/Services 
(Not Related to Self-Employment or 
Farm/Ranch) 
(Life of Case) 

VR Counselors have the authority to make purchases for 
tangible, durable goods and services, Not Related to Self- 
Employment and Farm & Ranch, up to $3,000 following the 
purchasing policies outlined in Chapter 12 of the Client Service 
Manual. Services include but are not limited to tutoring, 
installation and repair of tangible goods, and services not 
specified elsewhere in Appendix 12-A. 

$5,000 Self-Employment Plans/ Farm & Ranch 
(Life of Case) 

This category includes tools, equipment, computers, etc 
needed for self-employment or farming/ranching. (Self- 
Employment See Chapter 27 and  Farm/Ranch See Chapter 28) 

$5,000 On-The-Job Training Programs/ 
Work-Based-Training Programs/ 
Apprenticeships 
(Life of Case) 
 

Review Chapter 13 of the Client Service Manual for the 
OJT/WBT policy. 

$5,000 Prosthesis/Hearing Aids/ Wheelchairs/ 
Assistive Technology Devices/ 
Rehabilitation Technology Devices 
(Life of Case) 

Review Chapter 12 of the Client Service Manual for purchasing 
policy. 

$5,000 Medical Restoration Services Surgical 
(Life of Case) 

Cost of treatment plan, excludes diagnostic fees, lab fees, etc. 
Includes all fees related to procedure such as anesthesia, facility 
costs, supplies, etc. 

$5,000 Medical Restoration Services Non- 
Surgical 
(Life of Case) 

Cost of medical care not including surgical or hospitalizations 
that is restorative in nature. Medications, office visits, etc. 

$3,500 Dental Restoration Services 
(Life of Case) 

Cost of actual treatment plan. Examination fees, diagnostic fees, 
dental consultation fees leading to a treatment plan do  not 
count against this VR Counselor level of authority 

30 Units Medication Management Units 
(Life of Case) 

M.D., APRN. Must be licensed to practice by the State of Utah. 
This includes prescription(s) and review of medications. 1 Billing 
Unit equals 15 minutes of treatment. 

20 Sessions 
 

20 Sessions 

Psychotherapy – Individual 
(Life of Case)  
Psychotherapy – Group  
(Life of Case) 

Ph.D., LCSW, CMHC, LMFT, licensed by the State of Utah under a 
license that allows them to perform psychotherapy. See 
approved fee schedule in CSM Appendix 12-B. 
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20 Sessions Speech/ Hearing / Physical/ 
Occupational/ Chiropractic 
Therapy     (Life of Case) 
(Life of Case) 

With a professional licensed by the State of Utah. 

3 Months Pre-IPE Restoration Stabilization A VR Counselor may authorize the provision of restoration 
services to stabilize an eligible individual in support of the 
development of a meaningful IPE. The number of Pre-IPE 
sessions/ units provided and the authorized dollar amount is 
not counted towards the defined approval levels in Appendix 

12-A.  (See Chapter 12.11). 

 JPP, SJBT & SE Milestone 
(Full Milestone) 
(Life of Case) 

VR Counselors may approve the first occurrence of the full 
course of milestone payments for SJBT/SE. VR Counselors have 
the discretion to change vendors based on client need if the full 
milestone has not been paid out. (See Chapter 22 and Chapter 
30) 

20 Hours Job Readiness Skills Training 
(Life of Case) 

Up to 20 hours individual or up to 15 days in a group setting may 
be approved by the VR Counselor (See CSM 2010-07). This 
includes Life Skills, Disability Adjustment and Work Adjustment 
Trainings. 

20 Hours Community Service Brokering 
(Life of Case) 

Up to 20 hours of supports provided by a qualified Community 
Service Brokers for clients who need assistance applying for 
Supported Employment services through DSPD. Once DSPD 
eligibility or wait list status has occurred, any additional CSB 
supports will be provided by DSPD. (See Chapter 30). 

20 Hours CRP Consultation 
(Life of Case) 

Up to 20 hours of CRP (job coach) intervention for clients who 
need minimal supports to maintain their employment (See 
Chapter 22). 

80 Hours SE Job Coaching 
(Life of Case) 

Up to 80 hours of onsite job coaching for Supported 
Employment clients. Job Coaching will be paid by VR; not to 
exceed 24 months, or until the client reaches the 80/20 level of 
support (See Chapter 30) 

2 Year 
Program 

College/University Vocational Training VR Counselors have the authority to develop plans and authorize 
for training programs at the 2 Year/Associate Degree Level. If it 
is necessary and appropriate to support a client in a training 
program beyond this level, Counseling Supervisor Approval is 
required for 4-Year/ Bachelor Degree Programs and District 
Director approval is required for Master Degree Programs. Also, 
consult the AWARE facility information for private school 
programs. 

 

SERVICE RECOMMENDATION TO COUNSELING SUPERVISOR 
 

Up To For Guidance  

$4,000 Maintenance 
(per federal fiscal year) 

Maintenance (food, shelter, clothing) is provided only in support 
of other services in the IPE & is not a “stand alone” service. 

$6,000 Daycare 
(per federal fiscal year) 

Childcare provided in accordance with 12.9. 

$6,000    Personal Attendant Service 
(per federal fiscal year) 

Personal care attendant services. This includes but is not limited 
to personal care attendants, drivers, and home health aids) 

$4,000 Transportation Services 
(per federal fiscal year) 

Transportation in accordance with Chapter 29. 
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$6,000 Tangible Items/Durable Goods/Services 
(Not Related to Self- Employment or 
Farm/Ranch) 
(Life of Case) 

Counseling Supervisors have the authority to approve purchases 
for tangible and/or durable goods up to $6,000 following the  
purchasing policies outlined in Chapter 12 of the Client Service 
Manual. Tangible items in this category includes tools, equipment, 
computers, etc. This category includes tools, equipment, 
computers, etc. Services include but are not limited to tutoring, 
installation and repair of tangible goods, and services not 
specified elsewhere in Appendix 12-A. 
 

$8,000 Self-Employment Plans and Farm & 
Ranch 
(Life of Case) 

This category includes tools, equipment, computers, etc. (Self- 
Employment See Chapter 27 and  Farm/Ranch See Chapter 28) 

$8,000 On-The-Job Training Programs/ 
Work-Based-Training Programs/ 
Apprenticeships 
(Life of Case) 

Review Chapter 13 of the Client Service Manual for the OJT/WBT 
policy. 

$8,000 Prosthesis/Hearing Aids/ Wheelchairs/ 
Assistive Technology Devices/ 
Rehabilitation Technology Devices 
(Life of Case 

Review and follow CSM Chapter 12 purchasing policy. 

$8,000 Medical Restoration Services Surgical 
(Life of Case) 

Cost of treatment plan, excludes diagnostic fees, lab fees, etc. 
Includes all fees related to procedure such as anesthesia, facility 
costs, supplies, etc. 

$8,000 Medical Restoration Services Non- 
Surgical 
(Life of Case 

Cost of medical care not including surgical or hospitalizations that 
is restorative in nature. 

$6,000 Dental Restoration Services 
(Life of Case) 

Cost of treatment plan, excludes examination fees, diagnostic fees, 
dental consultation fees. 

40 Units Medication Management Units 
(Life of Case) 

M.D., APRN. Must be licensed to practice by the State of Utah. This 
includes prescription(s) and review of medications. 1 Billing Unit 
equals 15 minutes of treatment. 

30 Sessions 
 

30 Sessions 

Psychotherapy – Individual 
(Life of Case) 
Psychotherapy – Group 
(Life of Case) 

Ph.D., LCSW, CMHC, LMFT, or other professional who is licensed by 
the State of Utah under a license that allows them to perform 
psychotherapy. See approved fee schedule in CSM Appendix 12-B. 

30 Sessions Speech/ Hearing/ Occupational/ 
Physical/ Chiropractic Therapy 
(Life of Case) 

With a professional licensed by the State of Utah. 

6 Months Pre-IPE Restoration Stabilization Counseling Supervisors have the authority to approve the provision 
of restoration services to stabilize an eligible individual in support of 
the development of a meaningful IPE for up to 6 months. The number 
of Pre-IPE sessions/ units provided and the authorized  dollar amount 
is not counted towards the defined approval levels in Appendix 12-A.  

(See Chapter 12.11). 

 JPP/SJBT/SE Milestone Any additional occurrence beyond first full payout of full milestone 
course. This also includes payment of a 3

rd 
JPP Placement Fee and a 

2
nd 

SJBT/SE Placement Fee (See Chapter 22 and Chapter 30) 

30 Hours Community Service Brokering 
(Life of Case) 

Up to 30 hours of supports provided by a qualified Community 
Service Brokers for clients who need assistance applying for 
Supported Employment services through DSPD. Once DSPD 
eligibility or wait list status has occurred, any additional CSB 
supports will be provided by DSPD. (See Chapter 30). 

30 Hours CRP Consultation 
(Life of Case) 

Up to 30 hours of CRP (job coach) intervention for clients who need 
minimal supports to maintain their employment (See Chapter 22). 
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30 Hours Job Readiness Skills Training 
(Life of Case) 

Up to 30 hours of individual or up to 30 days in a group setting. (See 
CSM 2010-07) 

160 Hours SE Job Coaching 
(Life of Case) 

Up to 160 hours of onsite job coaching for Supported Employment 
Clients. Job Coaching will be paid by VR; not to exceed 24 months, or 
until the client reaches the 80/20 level of support (See Chapter 30) 

4 Year 
Program 

College/University Vocational 
Training 

All 4 Year/ Bachelor’s Degree level training programs require 
Counseling Supervisor Approval. Also, consult the AWARE facility 
information for private school programs. 

 
 

SERVICE RECOMMENDATION TO DISTRICT DIRECTOR 
 

Up To For Guidance  
$6,000 Maintenance 

(per federal fiscal year) 
Maintenance (food, shelter, clothing) is provided only in support of 
other services in the IPE & is not a “stand alone” service. 

$8,000 Daycare 
(per federal fiscal year) 

Childcare provided in accordance with 12.9. 

$6,000    Personal Attendant       
Service 
(per federal fiscal year) 

Personal care attendant services. This includes but is not limited to 
personal care attendants, drivers, and home health aids) 

$6,000 Transportation Services 
(per federal fiscal year) 

Transportation in accordance with Chapter 29. 

$12,000 Tangible Items/Durable 
Goods/Services (Not Related to 
Self-Employment or Farm/Ranch) 
(Life of Case) 

District Directors have the authority to approve purchases for 
tangible and/or durable goods up to $6,000 following the 
purchasing policies outlined in Chapter 12 of the Client Service 
Manual. Tangible items in this category includes tools, equipment, 
computers, etc. Services include but are not limited to tutoring, 
installation and repair of tangible goods, and services not specified 
elsewhere in Appendix 12-A. 

$12,000 Self-Employment Plans and Farm 
& Ranch 
(Life of Case) 

This category includes tools, equipment, computers, etc. (Self- 
Employment See Chapter 27 and  Farm/Ranch See Chapter 28) 

$12,000 On-The-Job Training Programs/ 
Work-Based-Training Programs/ 
Apprenticeships 
(Life of Case) 

Review Chapter 13 of the Client Service Manual for the OJT/WBT 
policy. 

$12,000 Prosthesis/Hearing Aids/ 
Wheelchairs/ Assistive Technology 
Devices/ Rehabilitation Technology 
Devices 
(Life of Case) 

Review and follow CSM Chapter 12 for purchasing policy. 

$12,000 Medical Restoration Services 
Surgical 
(Life of Case) 

Cost of treatment plan, excludes diagnostic fees, lab fees, etc. 
Includes all fees related to procedure such as anesthesia, facility 
costs, supplies, etc. in IPE, excludes PRE IPE Stabilization See CSM 
2012-01) 

$12,000 Medical Restoration Services Non- 
Surgical 
(Life of Case) 

Cost of medical care not including surgical or hospitalizations that 
is restorative in nature. 

$8,000 Dental Restoration Services 
(Life of Case) 

Cost of treatment plan, excludes examination fees, diagnostic fees, 
dental consultation fees. 
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50 Units Medication Management Units 
(Life of Case) 

M.D., APRN. Must be licensed to practice by the State of Utah. This 
includes prescription(s) and review of medications. 1 Billing Unit 
equals 15 minutes of treatment. 

40 
Sessions 

Psychotherapy (Individual and 
Group)/ Speech/ Hearing/ 
Occupational/Chiropractic Therapy 
(Life of Case) 

Ph.D., LCSW, CMHC, LMFT, or other professional who is licensed by 
the State of Utah under a license that allows them to perform 
psychotherapy. See approved fee schedule in CSM Appendix 12-B. 
With a professional licensed by the State of Utah. 

9 Months Pre-IPE Restoration Stabilization District Directors have the authority to approve the provision of 
restoration services to stabilize an eligible individual in support of 
the development of a meaningful IPE up to 9 months. The number 
of Pre-IPE sessions/ units provided and the authorized dollar 
amount is not counted towards the defined approval level in 

Appendix 12-A. (See Chapter 12.11). 

 JPP/SJBT/SE Milestone Additional occurrence beyond first full payout of full milestone 
course. VR Counselors must obtain District Director approval for 

payment for a 4
th  

JPP Placement Fee or a 3
rd  

SJBT/SE Placement 
Fee. (See Chapter 22 and Chapter 30) 

40 Hours Job Readiness Skills Training 
(Life of Case) 

Up to 40 hours of individual or up to 30 days in a group setting. 
(See CSM 2010-07) 

40 Hours Community Service Brokering 
(Life of Case) 

Up to 40 hours of supports provided by a qualified Community 
Service Brokers for clients who need assistance applying for 
Supported Employment services through DSPD. Once DSPD 
eligibility or wait list status has occurred, any additional CSB 
supports will be provided by DSPD. (See Chapter 30). 

40 Hours CRP Consultation 
(Life of Case) 

Up to 40 hours of CRP (job coach) intervention for clients who 
need minimal supports to maintain their employment (See 
Chapter 22). 

240 Hours SE Job Coaching 
(Life of Case) 

Up to 240 hours of onsite job coaching for Supported Employment 
Clients. Job Coaching will be paid by VR not to exceed 24 months, 
or until the client reaches the 80/20 level of support (See Chapter 
30) 

Master’s 
Degree 

College/ University Training State Schools. See facilities screen for private school approval 
levels. 

$12,000 Other Services Not Listed 
Elsewhere (Life of Case) 

 

 

 

SERVICE RECOMMENDATION TO FIELD SERVICE DIRECTOR 
 

Over For   
9 Months + Pre-IPE Restoration Stabilization Field Service Directors have the authority to approve the provision 

of restoration services to stabilize an eligible individual in support 
of the development of a meaningful IPE beyond 9 months. The 
number of Pre-IPE sessions/ units provided and the authorized 
dollar amount is not counted towards the defined approval levels 

in Appendix 12-A.  (See Chapter 12.11). 

Out of State 
Training 

 FSD approval required for out of state training providers regardless 
of the program level (associates, bachelors, etc) 

District 
Director Level 

All goods and services Field Service Director approval is needed for dollar amounts above 
the District Director approval level and requests for exception to 
policy. 
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Approved Client Service Fee Schedule Utah State Office of Rehabilitation APPENDIX 12-B 

Effective 
Date 

Service Maximum Approved Fee 

09/01/2016 Higher Education Tuition, Fees, Etc. Paid in accordance with state institutions established fees. 
Private schools benchmarked against programs at state 

schools. 

09/01/2016 Vocational Education or Training other than 
Higher Education Institutions 

Consult AWARE facilities screen for approved programs and 
approved fees. 

09/01/2016 Medical & Dental Fees Utah Medicaid Fee Schedule 

09/01/2016 Immunizations Per local health department fees 

09/01/2016 Eye Examinations Optometrist $85 
Ophthalmologist $140 

11/16/2017 Glasses Lenses $225 
Bifocals (additional) $125 

Frames $175 
Specialty Lenses (DSBVI) As Needed 

09/01/2016 Reader for the Blind Routine $6 per hour 
Testing Situation $20 per hour 

09/01/2016 Interpreter Fees See State Contract Rates 

09/01/2016 Audiology Examination $80 per hour 

09/01/2016 Speech/ Physical/Occupational/Hearing/ 
Chiropractic Therapy 

$80 per hour 

09/01/2016 Seating and Positioning Fee $75 per hour 

09/01/2016 Dental Consultation Fee $45 per hour 

09/01/2016 Dental Examination Initial Examination $45 
4 bitewing $50 

Each additional film $25 
Panoramic $70 

09/01/2016 Personal Assistant Services $22 per hour 

09/01/2016 Child Care See Appendix 12-C 

10/05/2017 Psychological Counseling- Licensed 
Professionals (Licensed 
Psychologist/LCSW/LMFT/CMHC/APRN) 

Individual Sessions $100 per hour 
Group Session (up to 8 people) $26 per hour includes 

psychological, job readiness, career exploration, and self- 
advocacy counseling 

09/01/2016 Medication Management $30 per 15 Minutes Billing Unit 

09/01/2016 Psychiatric Medication Evaluation Psychiatric Diagnostic Evaluation $200 (1 hour) 

10/05/2017 Psychological Evaluations Diagnostic Clinical Interview $215 
General Psychological Evaluation $600 
Neuro-Psychological Evaluation $1400 

Travel fee for 100 mile or more round trip $50 
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09/01/2016 JPP/SJBT/SE/CE Work Strategy Assessment $500 
Discovery Assessment $1500 

Job Readiness/Life Skills/Disability Adjustment $35 per hour 
Employment Specialist Consultation $35 per hour 

High Quality Indicator $500 
MSD Incentive for SJBT $500 
Rural Development Fee $500 
SE Job Coaching $35 per hour 

Community Service Broker Supports $24 
See Milestone Payment Schedule for JPP/SJBT/SE 

09/01/2016 Tutoring Routine Academic $20 per hour 
Specialized (Certified Specialist) $60 per hour 

09/01/2016 No Show Fees Diagnostic Evaluations $25 
Interpreter See State Contract 

Treatment Sessions $25 

09/01/2016 Records Fee When obtained through records retrieval company $15 
From individual, facility, or provider $15 plus $.05 per page 

09/01/2016 Travel Mileage .38/mile 

09/01/2016 Farm/ Ranch Farm/Ranch Assistive Technology Evaluation $500 
AT Consultation $40 hourly 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
 

APPENDIX 12-C 
 

Maximum Daily Rates for Child Care – Full Day  

*Provider Type 0 – 24 
Months 

2 Years 
Old 

3 Years 
Old 

4 Years 
Old 

5 Years 
Old 

6 to 13 Years 
Old 

License Exempt – Child/Provider Home $17.29 $13.93 $12.39 $10.85 $9.66 $8.96 

License Exempt Center/Program, and 
Residential Certificate 

$23.73 $21.91 $21.14 $20.37 $18.34 $12.46 

Family Home-Licensed $25.41 $25.06 $24.43 $23.52 $22.89 $20.37 

Center-Licensed or Accredited $33.04 $28.00 $25.97 $25.69 $25.41 $21.35 

 
 

Maximum Daily Rates for Child Care - Part Day 
 

*Provider Type 0 – 24 
Months 

2 Years 
Old 

3 Years 
Old 

4 Years 
Old 

5 Years 
Old 

6 to 13 Years 
Old 

License Exempt – Child/Provider Home $12.35 $9.95 $8.85 $7.75 $6.90 $6.40 

License Exempt Center/Program, and 
Residential Certificate 

$16.39 $15.65 $15.10 $8.73 $13.10 $8.90 

Family Home-Licensed $18.15 $17.90 $17.45 $16.80 $16.35 $14.55 

Center-Licensed or Accredited $23.60 $20.00 $18.55 $18.35 $18.15 $15.25 

 
*Please refer to the Utah Office of Child Care Website for information on provider types and other resources. 
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Appendix 12-D 

Guidelines for Psychological Evaluations 
 

1. Overview 

 
When possible, records from current and prior testing and evaluation sources should be 

obtained prior to authorizing for a new psychological evaluation. Once it is determined a 

diagnostic psychological assessment is necessary to assist in the determination of 

eligibility, completing a comprehensive assessment of rehabilitation need, development 

of an Individual Plan for Employment (IPE) or for other vocational rehabilitation related 

purposes, the next step is to identify the appropriate type of assessment. Vocational 

Rehabilitation (VR) Counselors are approved to authorize for Diagnostic Clinical 

Interviews, Psychological Evaluations, and Neuropsychological Evaluations. 

 
VR Counselors should select the lowest level evaluation that will meet the client’s 

presenting rehabilitation need. After determining the evaluation needed and guiding the 

client through the process of informed choice to select the clinician, the VR Counselor 

will make a referral and complete an authorization for services. The VR Counselor 

should communicate to the clinician the purpose of the evaluation in order to assist the 

clinician in determining which assessments to include in the evaluation. 

 
2. Diagnostic Clinical Interview 

 
The diagnostic clinical interview does not include extensive test batteries, requires less 

time, and is therefore the lowest evaluation level.  During the diagnostic clinical 

interview the clinician assesses the client’s background, functioning and presenting 

problems. Information gathered as part of this process includes: client strengths, 

presenting problems, health status, medical history, psychiatric history, traumatic 

events, developmental history, vocational status, community and social supports, 

housing stability, legal issues, family culture, and substance use and dependence 

assessment. The resulting report should include this information, results of the mental 

status exam, and recommendations for treatment. Licensed Clinical Social Workers 

(LCSW), Clinical Mental Health Counselors (CMHC), Licensed Marriage and Family 

Therapists (LMFT), and Licensed Psychologists (Ph.d., Psy. d.) are the only 

professionals VR may authorize to provide diagnostic clinical interviews. This excludes 

professionals who are working toward licensure and operating under another 

professional's license. See Appendix 12-B for the approved diagnostic clinical interview 

fee. 
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3. Psychological Evaluation 

 
Psychological Evaluations involve clinical interviews, test batteries, and is considered 

the mid level evaluation. Provision of a psychological evaluation is appropriate for 

individuals when current psychological or mental health information is not available, and 

the counselor needs information regarding learning disabilities, cognitive disabilities or 

both. Psychological evaluations may only be provided by a Licensed Psychologist 

(Ph.D., Psy. d).  When reviewing psychological evaluation reports VR Counselors 

should ensure that the most current, full length version of the psychological testing 

instruments was used;  no substitutions of abbreviated versions should be accepted. 

See Appendix 12-B for the approved psychological evaluation fee. 

 
The Psychological Evaluation will at a minimum include the following: 

a. Diagnostic Clinical Interview 

b. Full WAIS 

c. WRAT or Woodcock Johnson 

d. MMPI 

e. A Comprehensive Written report to include the type of evaluation conducted, 

name of client, name of referring counselor, name of clinician, method and dates 

of assessment, date of report, clinical impressions, diagnoses, prognoses and 

recommendations. 

 
Travel Note: If a psychologist has to travel more than 100 miles round trip, and there is 

not a psychologist in the area able to provide services to VR Clients, an additional fee 

may be authorized as part of the evaluation. See Appendix 12-B for approved rates. 

 
4. Neuropsychological Evaluation 

 
A neuropsychological evaluation requires extensive testing and must be provided by a 

Licensed Psychologist with advanced training in the area of neuropsychology, 

rehabilitation psychology, and health psychology. In addition to training the practitioner 

has completed a one year pre-doctoral rotation and a two year post-doctoral rotation 

supervised by a Neuropsychologist. The neuropsychological evaluation is appropriate 

for diagnosing individuals with complex presentation, for example individuals who 

demonstrate significant impairment understanding complex tasks, inability to engage in 

social dialogue with colleagues/supervisors, and severe emotional dysregulation. 

Neuropsychological evaluations may be used to diagnose Autism, Traumatic Brain 

Injury (TBI), Dementia, and severe mental health conditions that impair concentration 

and cognitive tasks. 
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Neuropsychological evaluations require approval at the District Director level. When 

reviewing psychological evaluation reports VR Counselors should ensure that the most 

current, full length version of the psychological testing instruments was used; no 

substitutions of abbreviated versions should be accepted. A neuropsychological 

evaluation should include a diagnostic clinical interview, evaluation, and deposition to 

review results with client. See Appendix 12-B for the approved Neuropsychological 

Evaluation fee. 

 
The neuropsychological evaluation will at a minimum include the following: 

a. Diagnostic Clinical Interview 

b. Evaluation (6-8 hours of assessment) 

c. Deposition to review results 

d. Emotional Batteries 

Examples include: Beck Depression Inventory, Beck Anxiety Inventory, and SCL- 

90 

e. Cognitive IQ Measure 

Examples include the Full Wechsler Adult Intelligence Scale, Woodcock Johnson 

Tests of Cognitive Ability and Achievement 

f. Measures of Executive Functioning/ Complex Problem Solving 

Examples include HRB Trails B, DKEFS Trails, Rey O, Ruff Figural Fluency 

Stroop Category Test 

g. Measures of Attention and Processing Speed 

Examples include: CPT, Wechsler Memory Scale Digit Span, Letter Number 

Sequencing, Wechsler Working Memory Index, HRB Trails A, HRB Speech 

Sounds and Seashore Rhythm, Connors, IVA 

h. Personality Assessment. Example Minnesota Multiphasic Personality 

Inventory MMPI 

i. Measure to address Malingering 

Example includes: Test of Memory Malingering 

j. A Comprehensive Written report to include the type of evaluation conducted, 

name of client, name of referring counseling, name of clinician, method and 

dates of assessment, date of report, clinical impressions, diagnoses, prognoses 

and recommendations. 

 
Optional Assessments 

At the discretion of the practitioner, the assessment may also include measures to 

assess language, sensorimotor, visuospatial, and memory. Examples include: 

Controlled Oral Word Test,Animal Naming Test, HRB Aphasia Screening Test, Boston 

Naming Test, Speed and Capacity of Language Processing Test, Halstead Reitan 
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(HRB) Sensory Perceptual Exam, HRB Finger Tapping, HRB Grip Strength, Grooved 

Pegboard 

 
Travel Note: If a psychologist has to travel more than 100 miles round trip, and there is 

not a psychologist in the area able to provide services to VR Clients, an additional fee 

may be authorized as part of the evaluation. See Appendix 12-B for approved rates. 


